
How to Gain
Access to the

NIGP Application



This is the initial login 
screen. Please select 
‘Don’t have a User ID’ link 
to create a new 
department user  
account.



Enter the required data in 
First two boxes and click
‘New User From COH 
Department’



User screen for creating the 
Profile.



Complete all required 
fields and select the appropriate
department from the 
dropdown.



Enter password and confirm 
Password and then click
save.



After the save a popup
Message shows up for the
successful account creation.
Once the administrator
approve the account, user can 
login to access the system



How to Submit a
Request to

Create
NIGP Codes



Log in with employee ID 
and password



Click here to begin 
a new request 



When creating a new 
request, all * (asterisk) 
marked are mandatory. 



Click here to 
save the data.

Put as much detailed information 
as possible excluding brand name 

and product #.



If no other items are 
needed, click submit to 
SPD and/or Add a New 
Item 



Click here to  
withdraw the request 
from SPD



After the request is 
withdrawn, the status will 
change to new request for 
further modification

Select Delete to 
remove the request 
completely from the 

system



Current Status is 
changed back to new 
request
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